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STATE QF CALIFORNIA

RECGRDS RETENTION SCHEDULE -
APPROVAL mmocmm.ﬁ

_ i2dtifag,

 STD.72 (REV . 7-92

{1} DEPARTMENT, BOARD OR COMMISSION

Correchiocns

2y

DIVISION, BUREAU OR OTHER UNIT

: > ) FAC: Conzervabion Camms
Submit three coples with three coples of the >oommwmm
Records Retention Schedule, STD. 73. North, Central and mocﬁﬁmg omwwmowsu.m
TO: DEPARTMENT OF GENERAL SERVICES S IECI THE APPROPRIATE 80K * " =~ o

OFFICE OF INFORMATION SERVICES
-1500 5th Strest, Hoom 118
Sacramento, CA 95814 (or IMS C- mmv

(216} 445-2294 or CALNET 485-2294

3 . New schedule of records that have never been scheduled. «Ooﬂha.mm. boxes 5-8)
° 0
0

‘Revising a previous schedula. (Complets boxes 5- 12.)
{A new agproval numbear E._q be assigned.)

Amending soma pages o_“ a previous schedule. (Complete _woxmm g-12})
{The original agproval number will remain in effect.)

NEW SCHEDULE (51 BCHEDULE NUMSBER 6y SCHEDULE DATE (7Y MNUMBER OF PAGES ﬁmu SuBICc FEET(Total Schadule)
INFORMATION : - :
{If applicabla} 17000DCC October 1, 1996 g 2000
PREVIOUS SCHEDULE {9) SCHEDULE NUMBER(S) (10} APPROVAL NUMBER(S} . (1) APPROVAL DATE(S] {17y PAGE NUMBER(S) AEVISED
INFORMATION .
(If applicable) -

PART 1 -- AGENCY STATEMENTS

As the program manager (or person authorized to sign for the program manager)} directly rasponsible for the records fisted on

-~ - the attached schedule, | cerlify that all records are listed, that | have reviewed the need for the records,{per Section 1611 of
the State Administrative Manual} that each Tetention period is necessary and correct as scheduled, and (for a revised
scheduls) that all itemns on the previous schedule have been accounted for.

(13 SIGNA rmt.r._bx.b.m.mm DIAECTLY RESPONSIALE FOR THE RECOADS

\\kkg\i

{14y TILE

Corto Bonsel I

{18 DATE wﬁZmD

72 \m\m&

In accordance with Government Code 14755, approval of the attached Racords Astention Scheduls by the Department o_m
General Services is hereby requested. Aetention periods have been estabiished by this m@m:&\ mb.@. a careful m<m5m:oa of

all the factors listed iy Section 1667 of the State Administrative Manual, -

! hereby certify that | am authorized to act on behalf of the head of this agency in matters pertaining to the retantion and
disposal of records. (Per Seclion 1611 of the State Administrative Manual )

{18 SIGNATUR le Omtb&bmm&}z.pr%mﬂ

A7 TE

Aecorcls Dn\h\\b&\m\

ﬁm z»im\kr&u‘w:N " N m.‘r.mgx& M.

{19 TELEPHONE

2322 Y075

2% DATE SIGNED

EVVETA

PART it -- DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Section 14755)

SIGNATUREZ0IS CONSULTANT

%&35 /4

24

§E

@2 APPROVAL NUMBER

Y& 120

ﬂs FTRE

Eh cords Zwﬁﬁﬁ@ﬁm.ﬂﬁ Q ons Fta.;»'

{24} DATE maz—m
al

PART It -~ ARCHIVAL SELECTION (Per Government

Cods Section 14755}

THE ATTACHED RECORDS RETENTION SCHEDULE:

: ﬂuvD

. n....w._m um
Ll

Archiives

S e

Contains no materiat subject to further Nm&mi by the Calffornia State

Contains material subject to archival review. Hems stamped "Hold/Notily
Archives™ may not be destroyed without clearance by the Secretary of.
State. (Par Seciion 1614 of the State Administrative Manual .)

15615 TORECHIEF OF, c:Emm

m\ Glag,

@9 OATE m_azmo

- ‘JBM. 1 3 1887




~ State of Califoraia

RECORDS RETENTION SCHEDULE

SED. T3 (REV. 5-92) DEPARTMENT (1} SCHEDBULE NUMBER (2) DATE (3)
Corrections 17000CC October 1, 1996
ORGANIZATIONAL UNIT )
See instructions on reverse FAC: Conservation Camps Page 1  of 8 Pagesw
and iﬂ S AM 1600 ADDRESS  (munbes, sireet, . ﬁt):) _DEPARTMENT OF GENERAL SERVICES APPROVAL
North, Central and Southern Californi NUMBER ()
96-130
ITEM CURIC | CALIFORNIA MV
NUMBER | FEET STATE 2 i PRA
RETENTION
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t (Exempt) REMARKS
(Triple epace USE ONLY (Triple-space between items) i a &
between  jtems) a ! | OFFICE | DEPT. SRC | TOTAL PA
(6) 7 & 9} 10 | 1y ¥4 (13} _ (14 (15 (16) {an

17000CC-1




Sute of California

RECORDS RETENTION SCHEDULE

STD. 73 REV. 5-92)

See instructions on reverse

DEPARTMENT {1}

Corrections

17000CC

DATE (3}
October 1, 1996

ORGANIZATIONAL UNIT

FAC: Conservation Camps

Page 2 of 8 Pagesgy

and in SAM 1600 ADDRESS — (amber, Py ) DEPARTMENT OF GENERAL SERVICES APPROVAL
North, Central and Southern California NUMBER (3 96-130
TTEM | CUBIC | CALIFORNIA MV
NUMBER | FEET STATE e | i PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS a |t RETENTION (Exempt) REMARKS
(Triple  space UJSE ONLY (Triple-space between itemns) i a &
betweea  items) a | 1 | OFFICE | DEPT. | SRC | TOTAL PA
6 o ® ® ao lap | a» | a» (14) a9 a5 an

0010

0010A

0010B

0010C

0010D

Accbunting

Bills (e.g., telephone, etc.)

Disbursement Vouchers and Petty Cash
Inventory Sheets

. Meal Ticket Sales

Payroll Summaries (Staff and Inmate)

Administrative Records: Copies of general
administrative records such as correspondence,
supervisor employee files, budgets, procurement,
reports, ete..

P 1Y
P 1Y
P 2Y
P 1Y
P *

2Y

2Y

2Y

3Y

3Y

2Y

3Y

Retain for three years (one year in the
office, two years in the Local Archives)

Retain for three years (one year in the
office, two years in the Local Archives)

Retain for two years (office).

Retain for three years (one year in the
office, two years in the Local Archives)

* Retain per RRS 16000,

17000CC-2



State of California

RECORDS i{ETENTION SCHEDULE

STD. 73 (REV. 5:92) DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Corrections 17000CC October I, 1996
ORGANIZATIONAL UNIT ‘
See instructions on reverse FAC: Conservation Camps Page 3  of 8 Pagesqw
andin 8. AM I 600 ADDRESS  (oumber, stroct, city) DEPARTMENT OF GENERAL SERVICES APPROVAL
North, Central and Southern California NUMBER () 96-130
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE e i PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION (Exempt) REMARKS
(Triple  space USE ONLY {Triple-apace between ftems) i a P.’3
between  items) & 1 | OFFICE | DEPT. SRC | TOTAL 1PA
6) N (8) ) 10 | (an (12) (13) (14) (13} 16 (7
0030 Attendance
0030A Fair Labor Standard Act (FLLSA) shift | P 1Y 1Y Retain one year (office). Original
sign in sheets. record is retained in the Institution
Personnel Office,
0030B Staff Time keeping P 1Y 2Y 3Y X1 Retain for three years {one year in the
office, two years in the Local Archives)
0030C Vacation Schedule P 1Y 1Y Retain one year (office).

0040 Canteen Program p 1Y 2Y 3Y X1 Retain for three years (one year in the
Records the purchase and balance of money remaining office, two vears in the Local Archives)
in the inmate’s canteen account, inventory and reports.

All cash is retained at the Institution.)

0050 Contract P 2Y 2Y Retain two years (office). Original
Includes records such ag Contract Delegations, Standard documents ate retained in the
Agreements, Term Bids, etc.. Institution Business Services Office.

09,66”’;— Correspondence and Camp Information Y 3Y 3Y Retain three years (office).

i . Includes routine camp correspondence, administrative
bulleting, procedures, efc.

0070 Fire Incident Package P 2Y 3y 5Y Retain five years (two years in the
Includes the total records of the fire incident {e.g., office, three years in the Local
employee and inmate work hours, fire pay, employee Archives)
overtime pay (FC33), Emergency Time Reports (FCT7) )
meals, etc.).

17006CC-3



State of Califormin

RECORDS RETENTION SCHEDULE

STD. T3 (REV. 5-92)

See instructions on reverse

DEPARTMENT (1)

Corrections

SCHEDULE NUMBER ()
17000CC

DATE (3}
October 1, 1996

ORGANEZATIONAL UNIT

FAC: Conservation Camps

Page 4 of 8 Pages@

and in SAM 1600 ADDRESS  (sumber, city} DEPARTMENT OF GENERAL SERVICES APFROVAL
North, Central and Southern California NUMBER ()
96-130
ITEM CUBIC | CALTFORNIA M v
" NUMBER FEET STATE & i RETE TIO FRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t N N {Exempt) REMARKS
(Triple  space USE ONLY - {Triple-space between items) i 'y . & :
between  items) a ¥ OFFICE | DEPT. SRC TOTAL IPA
0] D ® ()] 1o | an (12) (13 (14) (15 (16) (17
0080 Food Services P 1Y 2Y 3Y Retain for three years (one year in the
Includes records such as Meal Sample Reports, Monthly office, two years in the Local Archives)
Food Reports, Food Book summarizing atf menu
planning and preparation, weekly menus, and Freezey/
Refrigerator Temperature Log, ete..
0090 Inmate
0090A Cumulative File (e.g., ASC or AWC P A A X1 Retain as active until the inmate
File) transfers or discharges from the correc-
Duplicate inmate file retained while the inmate is tional system, then forward to the
the camp, The original is filed in the Inmate : PP
Central File retained at the Institution. ;P;Pg 1;({))11)115‘:1&1:3: Insgg;gzsoéfl;z?e
0090B Daily Crew Roster P 1Y 2Y 3Y Retain for three years (one year in the
Initial record of inmate work hours transferred to office, two years in the Local Archives)
the inmate time sheet.
0090C Property Card: P A A Retain as active until the inmate leaves
Inmate real property list (usually kept on 37x5” camp, then forward in the Inmate Camu
dummy cards). lative file.
0090D Property Cards, CDC 143 P A+1Y  2Y A+3Y Retain as active in the office until the
Records all inmates and property received and inmate transfers or leave the correc-
shipped out for the inmate. (The original is : :
retained in the Institutions Receiving and Release. tional sy St?m’ then retain three ye‘fus
(one year in the office, two years in
the Local Archives).

17000CC-4




State of California

RECORDS RETENTION SCHEDULE

STD. T3 REV, 542}

See instructions on reverse

SCHEDULE NUMEER (2}

DEPARTMENT (1) DATE (3
Corrections 17000CC October 1, 1996
ORGANIZATIONAL UNIT

FAC: Conservation Camps Page 5 of 8 Pagese

aﬂd ; S AM I 600 ADDRESS  (aumber, streel, . cit}:) DEPARTMENT OF GENERAL SERVICES APPROVAL
" North, Central and Southern California NUMBER () I
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE e i FRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION {Exempt) REMARKS
(Triple  space USE ONLY (Triple-space between items) i a &
between  jtems) 2 1 | OFFICE | DEPT. SRC | TOTAL IPA
(6) o) (& ) (10 | iy (12) (13) (14) (15} (16} an
0090E Time Sheets, CDC 1697 p M iM X1 Retain in the office one mooth, then
Copy of the inmate work time. Original is filed then forward to the Institution Case
in tt‘xe I.nmate Ceniral File retained at the Records Office. :
Institation,
0100 Inspections P 3Y 3Y Retain three years (office).
Includes inspections such as Carnp, Fire Drills, Family
Visiting Reports, Kitehen, Manager Audits, ete..
0110 Inventories P 3Y 3Y Retain three years {office).
Includes inventories such as Canteen, Restraint Gear
Locker, Weapons, ete.
0120 Logs:
0120A Administrative: P 1Y iy Retain one year (office).
UPS, FAX, ete.
0120B Disciplinary - CDC 115 P 3Y 4Y 7Y X1 Retain seven years (three years in the
office, four years in the Local
Archives).
0120C Inmate Activity Log (Red Book) P 3Y 4Y 7Y X Retain seven years (three years in the
office, four years in the Local
Archives).
0120D Inmate Key P A+3Y A+3Y Retain as active until the key has been
returned from the inmate (hourly/daily
basis), then retain three years (office).
17000CC-5



State of California

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 592}

See instructions on reverse

DEPARTMENT (1) SCREDULE NUMBER () DATE (3)
Corrections 17000CC October 1, 1996
ORGANIZATIONAL UNIT

FAC: Conservation Camps Page 6 of 8 Pagesq

nd in SAM 1600 ADDRESS  {amumabor, proey per) DEPARTMENT OF GENERAL SERVICES AFFROVAL
e Notth, Central and Southen California MR O
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE e i PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION (Exempt) REMARKS
(Triple  space USE ONLY (Iriple-space between iterns) i a - & :
between  items) a i OFFICE | DEPT. SRC TOTAL IPA
(6) D ® (9) a0 | 1 {12 (13 (14) (15) (16) an
0120E Inmate Visitor P 3Y 4Y Y Retain seven years (three years in the
office, four years in the Local
Archives),
0120F Money Order P 2Y 2Y Retain two years (office).
0120G Quarterly Package p 3Y 3Y Retain three years (office).
0120H Staff Key P A+lY A+1Y Retain as active until the key has been
returned, then retain one year (office).
01201 Vehicle Location P 3y 3Y Retain three years (office).
0130 Maintenance and Repair
0130A Plumbing repairs and schematics P A+2Y | 3Y 5Y Retain as active until completed, then
retain five years (two years in the
office, three years in the Local
Archives).
01308 Remodel Project - Program Guide 11 P A+2Y | 3Y 5Y Retain as active until completed, then
' retain five years (two years in the
office, three years in the Local
Archives).
0130C Work Orders and Log Book P A+3Y A+3Y Retain as active until completed, then
retain three years (office).

17000CC-6




State of Califonia

RECORDS RETENTION SCHEDULE

STD. 73 (REV, 532

See instructions on reverse

DEPARTMENT (i} SCHEDULE NUMBER (2 DATE )

S 6
Corrections 17000CC October 1, 199
ORGANIZATIONAL UNIT . -

FAC: Conservation Camps Page 7 of 8 Pagesw

and in SAM 1600 ADDRESS  {uumber, staeet, .oy DEPARTMENT OF GENERAL SERVICES APPROVAL
. North, Central and Southern California NUMBER (5 96.130
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE e i PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION {(Exempt) REMARKS
(Triple  space USE ONLY {Triple-space between items) i a &
between  ftems) a I | OFFICE | DEPT. SRC | TOTAL PA
© h {8) i) as | an {12 13 14) {15) {16} {an
0140 Material Safety Data Sheets (MSDS) P A+1Y | 2Y A+3Y Retain as active until the material
Includes data (component, antidote, storage, treatment, substance is no 10nge,r used and all
ete.) pertaining to all toxic materials used at the camp. stock is gone, then retain three years
(one year in the office, two years in the
Local Archives).
0150 Procurement P 3Y 3Y Retain as active until completed, then
Includes duplicate camp purchase documents (STD. 65). retain three years {office).
The original documents are retained at the Institution
Procurement Office.
0160 Project Requests (FC33) P 3Y 3y Retain as active until completed, then
Requests for routine work projects. retain three years {office).
0170 Registers P 3Y 3Y Retain as active until completed, then
Duplicate camp register (GA 134) or camp activity rotain three years (office).
sumumaries. The original is retained at the Institution
Camp Office.
0180 Reports P 3y 3Y Retain as active until completed, then
Includes records such as Clothing, Community retain three years (office).
Resources, Fthoic Crew Roster, Fire Activity,
Quarterly Injury/Ilness Reponts, , ete.
0190 Security Processes
0190A Daily Security Check Sheet P 2Y 2Y Retain as active until completed, then
retain two years (office).

17000CC-7



State of California

RECORDS RETENTION SCHEDULE

SED. 73 (REV. 5-92)

See instructions on reverse

DEPARTMENT (1) S(:}ilil)ﬂllE NUMBER (2) DATE (3)

. O 6
Corrections 17000CC ctober 1, 19%
ORGANIZATIONAL UNIT

FAC: Conservation Camps

Page 8 of 8 Pagesq

DEPARTMENT OF GENERAL SERVICES APPROVAL

and in SAM 1600 ADDRESS (maber, sy, L)
3} North, Central and Southern California RUMBER ()
96-130
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE o e i NTI FRA
- ARCHIVES TIILE AND DESCRIPTION OF RECORDS d { RETE ON {Exempt) REMARKS
(Triple  space USE ONLY (Triple-apace between items) i a &
between  items) . a 1 OFFICE | DEPT. SRC TOTAL IPA
6 6 ® 10 | an (12) (13 (14) (15} {16} an
0190B Inmate Locker Search P 2Y 2Y Retain as active until completed, then
retain two years (office).
0190C Inmate Orientation Check-off Sheets P 3Y 3Y Retain as active until completed, then
retain three years (office),
0200 Vehicles p 3Y 3Y Retain as active until completed, then
Includes vehiele maintenance and mileage records retain three years (office).
(STD. 273).
0210 Worker’s Compensation
0210A Injury Hiness Prevention Program P 3Y 3Y Retain as active until completed, then
retain three years (office).
0210B State Compensation Insurance Fund P 3Y 3Y Retain as active until completed, then
Forms required for each employee work injury retain three years (office).
(e.g., SCIF 3301 and SCIF 3067).

17000CC-8




